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PERSONAL DETAIL 
Name 

Father’s Name 

Date Of Birth 

Place of Birth 

Marital Status 
Permanent Address 


Phone Number 


E-mail: 
Cell: 


QUALIFICATION 


Abdul Khalique 

Abdul Sattar (Late) 

November 1, 1971 

Karachi Pakistan 

Single 

House # 534 Block # 3 Karimabad 
Federal ‘B’ Area Karachi .Pakistan 
Karachi: 0092 213631 00 97 
Khaliq3139@gmail.com 
0303-2064859 


Obtained a Bachelor of Arts degree from University of Karachi, Pakistan in the year 1995. 
Completed a course “Basic Accounting & Advance Accounting” from The Professionals during 


Jan 2001 — June 2001. 


Completed a course “Computerized Account” from The Professional during Aug 2001-sep 2001. 


WORKING EXPERIENCE 


During the last Twenty Eight years I have gained experience in different type of companies in 
varied positions. Below are the details of my practical experience: 


August-2017 To Up To Date 


PAKISTAN CLOTH MERCHANTS ASSCOIATION. 
DLTL Officer 

PCMA A Prominent Trade Body in Pakistan and 
Registered with Ministry Of Commerce under the Trade 
Organization Act -2013 & also SECP Affiliated with 
FPCCI have more than Two Hundreds Member of 
Cloths Manufacture and Exporters . 


e Checking and Verification Case of drawback of 
local Taxes and levies submitted by exporters as 
per notification of (Ministry of Textile & 
Commerce) 


e After Verification a Certificate is issued to 
Exporters as request of Exporters. 


e Facilitate and Problems are solved of Exporters and 
Members as matter upon on request 
Communication with Ministry and others 


e Attestation Certificate of Origin and issued to 
exporters as requirement of L/C term & condition 
from buyer . 

e Communication with Members for Renewal of 
Annual Membership. 

e Communication with State Bank of Pakistan for 
Refund of Members against duty drawback Case 

e Filing and Maintain record of DLTL Cases , 
Certificate of Origin , and routine. 
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November 2006 to February-2011 


February 2002 to October 2006 


UNICON INT’L (PVT) LTD 

Accounts Officer 

Unicon Intl is a purely export basis company of 
Pakistan its product man & woman garments and major 
export to USA & Canada. 


e Preparation of financial statements of the company 
(Balance sheet and Profit & Loss Account .. 


e Maintenance and finalization of Petty Cash book 
along with physical handling of cash. 


e Preparation of Bank Reconciliation Statements on 
monthly basis. 


e Compilation Recording & Submission cases of Duty 
Drawback and Custom rebate to concern authority 
and follow up till to payment receive. 


e Communication with bank on daily basis for Export 
Payment. 

e Formation and submission yearly Export 
performance to SBP in shape of EE FORM . 

e Handle complete procedure send remittance TT for 
import material which are used in garments through 
bank and other sources. 


TELENET COMMUNICATIONS (PVT) LTD, 
Assistant Accountant 

Telenet Communications is a Tele Communication 
Company engaged in pay phone installations country 
wide licensed by Pakistan Telecommunications 
Authority. 


e Preparation and finalization of General Ledger and 
Cashbook. 


e Preparation of financial statements of the company 
(Balance sheet and Profit & Loss Account with 
details for management and statutory purposes). 


e Maintenance and finalization of Petty Cash book 
along with physical handling of cash. 

e Preparation of Bank Reconciliation Statements on 
monthly basis. 

. I have involvement in leasing process which are 
dealt by leasing company. 
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July-1999 To January-2002 


April-1995 To June-1999 


January-1990 To March-1995 


EFU LIFE ASSURANCE 

Sales Consultant 

e Made call for appointment on telephone and did cold 
calling 

e Need created and convinced to client for financial 
services. 

e Concept cleared and solve queries of customer with 
satisfaction 

Service provided personally and in touch with customers 


Mekotex (Private) LTD — Karachi 

Accounts Officer 

Mekotex is a cotton yarn manufacturing company. It 
markets its products in Pakistan as well as exports 
abroad. It is also engaged in weaving and marketing of 
Denim Jeans. 


e Preparation and finalization of General Ledger and 
Cashbook. 

e Preparation of financial statements of the company 
(Balance sheet and Profit & Loss Account with 
details for management and statutory purposes). 

e Maintenance and finalization of Petty Cash book 
along with physical handling of cash. 

e Preparation of Bank Reconciliation Statements on 
monthly basis.. 

e Deduction and deposit of income tax from 
employees’ salaries in accordance with Income Tax 
Ordinance 1979, compiling return for with holding 
tax and submitting the same with tax authorities on 
due dates. 

Maintenance of sales tax register in accordance with 
Sales Tax laws in Pakistan 


Akhtar Textile Industries 

Office Assistant 

e Preparation and finalization of Bankbook. 

e Responsible for all kind of banking and cash 
transactions including deposits and withdrawals. 

e Assist export in charge in preparation of export 
invoices and shipment register. 

e Retirement of import documents from banks. 
Compilation of documents for remittances against 
LCs. 

e Maintenance of files/documents for import and 
export. 
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COMPUTER SKILLS 

I have very good working knowledge of widely used window based computer packages like 
Microsoft Word and Excel. Internet 

LANGUAGE 

Speak, Read and Write English and Urdu. 
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